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PREFACE 


Your new IBM Electronic Typewriter 60 represents a new 
dimension in typing ease and efficiency. Now the power 
of electronics provides you with a number of unique features. 

The IBM Electronic Typewriter 60 has thg, capability for 
storing frequently-used words, phrases and sentences . . . 
automatic carrier return — automatic formatting including 
such features as centering, word and continuous underscore, 
indent, column layout. 

By electronically eliminating many of the time-consuming 
typing tasks, the new IBM Electronic Typewriter 60 will 
make it easier for you to do a lot more in a lot less time. 

It’s the typewriter you’ve been waiting for. 
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INTRODUCTION 


This book is a “self-pace program” written so that you can 
teach yourself to use the IBM Electronic Typewriter 60. 

It is divided into four sections: 

• Basic Information 

• Phrase Storage 

• Refinements 

• Typewriter Features 

In addition to the book, there is a set of instruction cards 
attached beneath the typewriter. Throughout this book you will 
be referred to these cards for instructions. 

Follow these guidelines: 

• Read every page. The information is presented in small, 
easy steps with instructions to do shown like this. 


Continue reading these guidelines. 


• Do the exercises. Follow the instructions exactly as they are 
given. Repeat an exercise if it will help you learn. 

• Review any time you wish. You should be confident of the 
previous material before going ahead. 

• If you have a question: 

o Use this book as a reference. 

o Use the instruction cards located beneath the typewriter, 
o If you don’t find the answer, call your IBM representative. 
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PREPARING TO TYPE 


On/Off Controls 

Your IBM Electronic Typewriter 60 has two on/off controls 
— the Power switch and the typewriter On/Off control. 

To use the typewriter, both the Power switch and the typewriter 
On/Off control must be on. 

The Power switch supplies the electricity required to save margins 
and tab settings as well as any phrases you have stored in memory. 



The typewriter On/Off control activates the keyboard. When the 
typewriter On/Off control is turned on, the carrier will move to 
“0” on the margin scale or to the left margin. Use the typewriter 
On/Off control when you want to turn the typewriter off yet 
save margin and tab settings and stored phrases. 


Turn the typewriter on. 

• To turn the power switch on, move it away from 
you. 



Pitch Selection Lever 

You can choose to do your work using two different sizes of 
type—pica or elite. 

Pica (10 characters per inch) 

The rapid pace of business today demands 
production from all office systems. 

Elite (12 characters per inch) 

The rapid pace of business today demands 
production from all office systems. 



The pitch selection lever sets this spacing. Positions 10A or 10B 
are for 10 pitch and 12A or 12B are for 12 pitch. 
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Type Elements 


The typing element can be changed in seconds. Only elements 
with yellow labeling on the top may be used on this typewriter. 

Use an element with a ▲ when typing in 10 pitch and a A when 
typing in 12 pitch. 


1. Place an element of your choice—10 or 12 pitch- 
on the typewriter. 

• If you do not know how to do this, turn to page 40. 

2. Set the pitch selection lever to 10A or 12A to match 
the element pitch. 



End-of-Page Indicator 

The end-of-page indicator will: 

• Tell you how far you are from the bottom of a sheet of paper; 

• Support the paper for easy viewing; and 

• Serve as a paper edge guide for paper insertion. 


1. Raise the indicator to the upright position. 

2. Slide the marked scale up until it locks in place. 


The lines tell you how many inches remain on the paper. 






WARNING: Keep hair and personal objects (such as bracelets, 
necklaces, neckties, etc.) out of the printing and ribbon area 
when the machine is on. 

In order to prevent long hair, fingers and personal articles from 
getting caught on the rotating shaft in the machine, you should 
comply with this warning and insure that other persons do also. 
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Paper Edge Guide 

The paper edge guide is part of the end-of-page indicator. It may be 
set so that paper is inserted at the left or centered in the typewriter. 

Inserting Paper 

To insert paper in the typewriter: 

• Pull the paper bail lever (1) forward. 

• Align the paper against the paper edge guide (2). 

• Roll up the platen knob (3) to insert paper into the typewriter. 

• Push the paper bail lever back. 







Pull the paper release lever (4) forward when you remove the 
paper. 


1. Align the paper edge guide with the heavy white line 
at the left edge of the paper centering scale. 

2. Insert a sheet of paper into the typewriter. 


Margin Scales 

Because the typewriter has two sizes of type, it also has two 
margin scales—one for pica (10), and one for elite (12). Both scales 
are numbered in half-inch increments. 
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One-Inch Advance 


When the typewriter is turned on, a series of one-inch stops 
automatically appear in the typewriter. 

Each time you depress the tab key, the carrier moves one-inch 
along the margin scale. This helps you set margins and tabs. 


0 10 20 30 40 50 60 


0 12 24 36 48 60 72 


1. Carrier return. 

2. Tap the tab key once. 

• Notice that the carrier advanced to 10/12. 

3. Tap it several more times and see how quickly this 
moves across the line. 

4. Carrier return. 


When you set a tab stop (for example, at 42 below), the one-inch 
stops to the left of this tab stop disappear. The one-inch stops to the 
right of it remain in the typewriter, however. 


Left 

Tab 




Margin 

Stop 




1 

1 




15 

| 

42 

1 

52 

I 

62 

1 

72 

: , | 

18 

1 

50 

1 

62 

1 

74 

1 

86 


When you clear all tab stops, the one-inch advances will reappear. 


5 


Phrase Storage Typing Applications Typewriter Features 







Code Key 

You may have noticed that some of the keys have extra words 
on the top. For example, the “W” key has “L Mar”. These 
keys are used with the Code key to give your typewriter special 
instructions. In the next exercise you will be learning how 
to do that. 



Margins 

Margins are set at the keyboard. 


Pull out the instruction cards beneath the typewriter 
and locate the “Margins” card. 

• For 10 pitch, set the left margin at 15 and the 
right margin at 75. 

• For 12 pitch, set the left margin at 18 and the 
right margin at 90. 


When typing, the carrier does not lock at the right margin. Instead, 
a bell rings approximately one-half inch from the right margin. 

If you ever need to move past the left margin, use the margin release. 
After entering the margin release instruction, hold down the Code 
key and backspace or tap the carrier return. 
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Tabs 


Tab stops are also set and cleared at the keyboard. 


1. Locate the “Tabs” card beneath the typewriter. 

2. Set tab stops as follows: 

• 10 = 20,25, 42 

• 12 = 24, 30, 50 

3. Carrier return and tab across to see that they are set. 

4. Clear the second tab stop (25/30). 

5. Carrier return and tab across to see that it has been 
cleared. 

6. Clear all the tab stops at the same time. 

7. Carrier return and tab across to see that they have 
been cleared and that the one-inch advances are back 
in the typewriter. 


Four sets of margins and tabs may be stored in your typewriter— 
two in 10 pitch (10A and 10B) and two in 12 pitch (12A and 12B). 

This means that any margins and tabs you set while the lever is at 
12A are saved even though you may change the pitch selection lever 
to a new setting and set different ones. If you return the lever to 
12A, the typewriter “remembers” these margins and tabs and resets 
them for you. To do this, the power switch must remain on. 

You may set and save a total of 40 tab stops in the typewriter. All 
of them may be set in one format storage position, or they may be 
distributed among the four format storage positions. 
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Memory 


This typewriter is more than an ordinary typewriter because it has a 
memory. It can “remember” much more than margins and tabs. As 
you type across a line, the characters that appear on the paper are 
also held in memory until you carrier return. 



Character Storage 

In addition to the line of memory, your typewriter has character 
storage. This means that while the carrier is returning to the left 
margin, you can still continue to type. The typewriter “remembers” 
up to 15 characters in character storage. These stored characters 
then print after the carrier reaches the left margin. 



The character storage feature also works as you move from one 
tab stop to the next. Characters typed while the carrier is moving 
will be stored to print when the tab stop is reached. 
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You just read that 15 characters can be held in character storage 
while you carrier return or tab. If you were to type 17 characters 
as the carrier returns to the left margin, only the last two characters 
will print on the paper. 

Also, during a carrier return only one additional carrier return or 
index can be typed. Any additional carrier returns, indexes, or 
characters are ignored and do not print. 



Automatic Carrier Return 

On the left side of the keyboard is a button marked Auto Rtn 
(Automatic Carrier Return). When it is depressed, a carrier return 
zone is established at the end of the line. It is 5 characters wide. 


Right Margin 




v 
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As you type into this zone, the carrier automatically returns on 
the first character following a space or a hyphen. As you use the 
automatic carrier return, you will find your typing can be done 
more quickly. You will not have to tap the carrier return at the 
end of each line. 


1. Depress the Auto Rtn Button. 

2. Type the following exercise. 

• Continue typing as the carrier returns to the 
left margin. 

• Disregard any typing errors you make; you will 
learn how to correct them in the next exercise. 

In the past few years, legislation has been introduced in Congress calling 
for a study to determine the advantages and disadvantages of increased use 
of the metric system in the United States. Such a study would provide sound 
information on which to chart our future course. 


Correcting Errors 
Automatic Error Correction 

As you type, the errors you sense right away can be corrected 
by using the automatic Erase key (< (xl )• Tapping this key backs 
up the typewriter and deletes the text from memory. It also 
activates the correction tape which removes the typed characters 
from the paper.* 


Thr + = Th 


*Some typewriters are equipped with a white tape which covers up 
the typed characters rather than removing them. 
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1. Set a tab stop for the paragraph indention. 

• Use the instruction card for “Tabs” if you need 
help to do this. 

2. Type the exercise, including the deliberate errors 
which are circled. 

3. When you reach the check mark (/), use <a to 
correct the error and retype from that point. 

• Correct any of your own errors. 

• Disregard any errors you find after you have 
returned the carrier. You will learn how to 
correct them in the next exercise. 

We usually consider rocket? as (producstj of the twentieth century. 
Actually, the invention of (teh) first rocket is credited to the Chinese 
in about the eleventh century. 
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No Print 

The No Print (No Prt) instruction is used to correct errors discovered 
in previous lines. It may also be used to correct errors earlier in a 
line. 

When you backspace to correct an error farther back on a line, 
hold down the Code key as you backspace. This causes the 
typewriter to backspace without erasing. Then you will not have to 
retype all of the “good” words on the line. 


1. Locate the instruction card for “No Print”. 

2. Type the exercise, including the deliberate circled 
errors. 

3. When you reach the check mark (>/): 

• Hold down the Code key to backspace to the 
error. 

• Use the No Print instruction to correct the 
error. 


Use No Print to correct an error in previous line?. Space to the error, enter 
the No Print instruction, Qdn)type the incorrecUch aracte rs. When the type¬ 
writer is in this mode, the characters typed enter (rnemrov) but do not print 
on the paper. After you have corrected the error, the typewriter automatically 
i^ in the print mode. 
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Half Backspace 

The Half Backspace (Bsp-|-) instruction is used to insert or 
“squeeze” a character in a word. 


1. Locate the instruction card for “Half Backspace”. 

2. Type the exercise below exactly as shown, including 
the deliberate error which is circled. 

3. When you finish, correct the error using Half 
Backspace. 

Use the Half Backspace instruction when you need to "squeeze" an additional 
character in a word. The Half Backspace instruction causes the carrier to 
back up one-half space. Backspace, however, moves (th>carrier back one full 
space. 




CENTERING 


Words may be centered automatically. Instead of backspacing once 

for every two characters of a heading and then typing, you can use 

a Center (Ctr) instruction. The steps below describe how this is done. 

• Tab (and/or space) to the center point. 

• Enter the Center instruction. 

• Type the centered heading. 

o Nothing prints right away; however, the carrier back¬ 
spaces once for every two characters that you type, 
o The bell will ring one-half inch from the left margin as 

you near it. f 

• Enter the Print (Prt) instruction. The heading will then print 
on your paper. 

o It is possible to type into 15-character storage while 

this is printing; however, you may exceed the 15 character 
limit. 

If you make a mistake while typing: 

• Enter the Center instruction again. This moves the carrier back 
to the center point and removes the characters you typed from 
memory. 

• Retype the line. 

To delete a Center instruction entered accidentally: 

• Carrier return, or 

• Enter a Print instruction. 

o Using a Print instruction to clear a Center instruction 
causes any text typed after the Center instruction to 
print on your paper. 


1. Locate the instruction card for “Center”. 

2. Clear all tab stops. 

3. Set a tab stop as follows: 

• 10 = 42 

• 12 = 50 

4. Center the following lines: 

INTERNATIONAL BUSINESS MACHINES CORPORATION 

Franklin Lakes, New Jersey 
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UNDERSCORING 


Word Underscore 

Using the Word Underscore ( Word ) instruction after a word causes 
it to be underscored automatically and quickly. 


Word 


i 


\ 


One or more words may be underscored . 


Continuous Underscore 

The Continuous Underscore (Cont) instruction will automatically 
underscore a series of words. This instruction is used along with 
the Word Underscore instruction. 

• It is possible to type into character storage as an underscored 
line or word is printing; however, you may exceed the 15 
character limit. 


Cont 


Word 


i I 

One or more words may be underscored . 


Use <X] to correct an error in an underscored word. Both the 
character and the underscore are removed from the paper. 

To clear a Continuous Underscore instruction entered accidentally: 

• Carrier return, 

• Enter a Print instruction, or 

• Enter a Word Underscore instruction. 

o Using a Word Underscore instruction to clear a Continuous 
Underscore instruction causes any text typed after the 
Continuous Underscore instruction to be underscored. 

If the Auto Rtn button is depressed, the carrier may return to the 
left margin before you have finished typing the series of words to 
be underscored. Should this occur, roll the paper back and manually 
underscore. 
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1. Locate the instruction card for “Underscore”. 

2. Set a tab for the indention you will need for the 
paragraph below. 

3. Type the paragraph. 

You may underscore words one at a time as you type or you may underscore 
several words consecutively, producing a solid line of underscores. 


Underscoring Centered Headings 
To solidly underscore a centered heading: 

ANNUAL REPORT 


1. Tab (and/or space) to the center point; enter a Center 
instruction and a Continuous Underscore instruction. 

2. Type the heading. 

3. Enter a Word Underscore instruction and a Print instruction. 
To underscore individual words in a centered heading: 

ANNUAL REPORT 

1. Tab (and/or space) to the center point; enter a Center 
instruction. 

2. Follow each typed word with a Word Underscore instruction. 

3. Enter a Print instruction. 


Type the following lines for practice. 

MARTIN CORPORATION 
CORPORATE STATUS REPORT 
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Underscoring Words Separated by a Dash 


As you know, to underscore words individually you type the word 
and a Word Underscore instruction. However, if the words to be 
underscored are separated by a dash: 

1. Type the first word (if necessary, enter a Word Underscore 
instruction). 

2. Type the dash. 

3. Enter a Continuous Underscore instruction. 

4. Type the next word and enter a Word Underscore instruction. 


Word Cont Word 



staff--and 


1. Release the Auto Rtn button. 

2. Type the following sentence exactly as shown. 

Ever-rising costs have placed our program for next year in jeopardy- -never in 
our ten-year history has so critical a need for additional funds arisen. 
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PHRASE STORAGE 


You have already learned that the IBM Electronic Typewriter 60 
has a memory which allows you to correct typing errors, to 
center, and to underscore—automatically. In addition, memory 
lets you store frequently used headings, phrases, sentences, etc., 
as you type a document. Because of this, you will not have to 
retype them each time they appear in letters and memos. 

Look at the sample letter below. Some typical phrases that might 
be stored are highlighted. 


June 1, 1978 


U.S. Department of Welfare 
2898 Connecticut Avenue N.E. 
Washington, D.C. 22206 

Attention: Mr. George Rolls 

Gentlemen: 


The Independent School District Ten, in cooperation with the Creative 
Studies Development Committee, has recently been granted federal funds 
to establish the Bilingual Demonstration and Dissemination Center to serve 
this entire area in its field. I have been asked to serve as director of 
this committee and I would like to extend a formal invitation on behalf of 
all the participating agencies to visit our facilities. 


At the present time I am associated with another educational project and 
will probably be setting up headquarters in Chicago in the near future. I 
am making arrangements to accommodate your party on November 1, 1978. 

Thank you for your interest in our work, and we will be looking forward to 
seeing you soon. 


Sincerely, 

Joseph T. Goodall 
Executive Director 

JTG:phe 
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Storing Phrases 


The Store button is used together with a number key from the 
number row (1 through 0) to find a segment of memory for storing 
a phrase. 

When a segment of memory is found, the light to the right of the 
Store button comes on to “tell” you the typewriter is in the store 
mode. 

You may store as many as ten (10) segments of text in memory 
or a total of 736 characters. 

The steps for storing phrases are on the instruction card at the 
tab marked 



Correcting Errors 

As you store a phrase, errors you catch right away can be corrected 
by tapping < (Xj to the error and retyping. 

If the error is discovered in a previous line or after the entire phrase 
has been stored, you must type and store the phrase again. The 
phrase must also be typed and stored again if you notice the error 
after you have tabbed. 

Typing Rules 

When storing a phrase, there are three typing rules you should 
remember. The reasons for these rules are explained later. 

• Space twice after all ending punctuation, even when it comes 
at the end of a line. 


:SS 

PP 


. SS 
PP 




SS 

PP 
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• Type until you hear the bell ring, except for short lines such as 
the inside address of a letter, the last line of a paragraph, etc. 


Bell Right 

Rings Margin 


• Try not to end a line with a syllable hyphen. A syllable hyphen 
is one used to divide a word because you are at the end of a line. 
Either complete the entire word on the line or carrier return and 
type it on the next line. 
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Logging 

You will want some procedure for finding the stored phrases for 
reuse. Don’t trust your memory to find them or to remember what 
segments are unused. 

One procedure is to keep a written log. After typing a phrase, note 
it on your log next to its segment number. Following is a sample 
log for the letter shown on page 17. 




Another way of keeping a log is to play back the phrases in each 
segment on a sheet of paper. Then number each phrase so you can 
easily locate them for later use. 


20 



1. Locate the instruction card for 4 ‘Store”. 

2. Insert paper in your typewriter. 

3. Clear all tab stops. 

4. Set a tab stop as follows: 

• 10 = 42 

• 12 = 50 

5. Depress the Auto Rtn button. 

6. Type the following letter. 

• Store each of the highlighted phrases in a 
separate segment when you come to it. 

• Remember, note on your log each phrase that is 
stored. 


(Current Date) 



Adams Photo Shop 
2929 Main Street 


Peoria, Illinois 60226 


Attention: Mr. W. Smith 


Re: Your order A-751, our 596/3 


Gentlemen: 

Thank you for your above referenced purchase order for printed address 
stamps. 

You will note on the attached copy of our order acknowledgement, the style 
numbers have been corrected in accordance with current catalog numbers. 
Up-to-date catalog sheets are enclosed for your reference. 

We welcome this opportunity to be of service to you. 
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Playing Back Phrases 


The phrases that you have just stored can be played back within 
other documents. For example, the inside address can be played 
back on the envelope. 


1. Prepare an envelope for the letter typed in the 
previous exercise: 

• Move the pitch selection lever to 10B or 12B to 
match the element you are using: 

• Set the left margin as follows: 
o 10 = 50 

o 12 = 60 

• Find the instruction card for “Play”. 

2. Insert an envelope and play back the inside address. 

• Check your log sheet if you have forgotten the 
segment where it is stored. 

3. After the address has played back, move the pitch 
selection lever to its previous setting. 


Playing Back With the Auto Rtn Button Depressed 

If the Auto Rtn button is depressed while a phrase plays back, 
the phrase plays back according to the margins set in the typewriter. 
If a phrase had been recorded in 12 pitch (for example) and was 
being played back in 10 pitch, you would want to be sure you had 
the Auto Rtn button depressed. If the Auto Rtn button is not 
depressed, the phrase would play back line for line, exactly as it 
was typed. 
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Remember the typing rule to space twice after ending punctuation, 
even when it falls at the end of a line? Now, you will learn the reason 
for that rule. 

The second space before the carrier return guarantees that there will 
still be two spaces between sentences in case they now fall in the 
middle of the line. 


Record 


Playback with 
Auto Rtn Down 


ssc 

PPR 

'SSC 

PPR 

SScR 

PP 


. SS 


PP 


SS 


PP 


? SS 
PP 


Remember the second rule about typing until the bell rings except 
for short lines? Now you are ready to learn why. 

When you type until the bell rings, the typewriter treats the 
following carrier return as a space during playback. 


Record 


Playback with 
Auto Rtn Down 




The lines ended before the bell rings play back as typed. 
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The third typing rule can now be explained to you. When a syllable 
hyphen is typed at the end of a line and the phrase is played back 
with the Auto Rtn button down, the word may play back still 
hyphenated in the middle of a line. 


Record 


Playback with 
Auto Rtn Down 


_ad¬ 
dress _ 



Replacing Phrases 

A stored phrase may be replaced with another. The inside address 
of a letter is an example of a phrase which may not be needed once 
the envelope is done. 


1. Find the instruction card for “Replace”. 

2. Insert paper in the typewriter. 

3. Type the letter on the following page. 

• Play back the phrases that you have already 
stored when you reach them. 

• Record the inside address for this letter in the 
same segment used for the inside address of the 
last letter. 

• Remember to note the new phrase on your log 
after you replace it. 
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(Current Date) 

AA Systems, Inc. 

77 West 33 Street 
Atlanta, Georgia 41328 

Attention: Ms. F. Gable 

Re: Order No. 922-B 

Dear Ms. Gable: 

Thank you for your above referenced purchase order for 20 boxes of printed 
letterhead. 

Please accept our apology for the delay in acknowledging your order. Your 
purchase order was routed to another department by mistake. 

As you know, terms of payment are net 30 days for all orders under $100. 
Credit can be extended only for orders which exceed this amount. 

We welcome this opportunity to be of service to you. 

Yours very truly, 

REYNOLDS PRINTING COMPANY 

James E. Holmes 
Account Manager 

JEH/phe 
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Prepare an envelope for the letter. 

• Move the pitch selection lever to 10B or 12B. 

o You have already set a margin for envelopes at 
this format storage position. 

• Play back the address on an envelope. 

o Remember to move the pitch selection lever to 
its previous setting when done. 


Stopping Playback 

If you tap a character key, spacebar, tab key, shift key, or 
carrier return, playback will stop immediately. 

You may continue playback by entering a Resume (Rsum) 
instruction. 


Code 


+ 


B 


Rsum 

\ _ 


1. Be sure the pitch selection lever is at 10A or 12A. 

2. Insert paper in the typewriter. 

3. Play back one of your longer segments to practice 
stopping and resuming playback. 


Typing a Stop Instruction Within a Phrase 


A Stop instruction is used to stop playback within a phrase so 
you can type in additional information. 

When you type the phrase into memory, do not type any informa¬ 
tion that will vary each time it is played back. 

Type the phrase on a separate sheet of paper. Enter a Stop 
instruction where the variable information will appear. Each 
time the phrase is played back, the typewriter stops and you can 
type in the new information on the copy. To continue playback, 
enter a Resume instruction. 


Code 


+ 


N 

Stop 


Stop 


.(5) item 
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Type the following paragraph in the next available 
segment. 

• Enter a Stop instruction where indicated by 
the 

• Do not type anything in the box If. You 
will type in that material during playback. 

• Add this phrase to your log. 

Your shipment of§(§) item p has been shipped from our 
warehouse. v 


Playing Back Phrases With Variables 

Depress the Auto Rtn button to play back a phrase containing 
variable information. You will want all the text (both the stored 
and typed in material) within the margin settings. 


1. Insert paper in the typewriter. 

2. Check to be sure the Auto Rtn button is down. 

3. Type the letter on the following page, playing 
back the phrases already stored. 

• When the playback stops, type in the information 
shown in the shaded box. 

• Remember, enter a Resume instruction to continue 
playback. 
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(Current Date) 


Pegasus Stationery Shop 
45 Dove Road 

Lexington, Kentucky 40507 
Attention: Mr. H. Greenleaf 

Re: Your Order No. 73602 

Dear Mr. Greenleaf: 

Your shipment of 50 leather desk sets has been shipped from our warehouse. 

The delay in shipping your order was due to a large volume of orders which 
resulted in a backlog. The manufacturer was unable to maintain his schedule 
because of a shortage of materials. We appreciate your patience during this 
delay. 

The terms of payment are the same as for past orders. However, we would 
be pleased to extend credit to your company. 

We welcome this opportunity to be of service to you. 

Yours very truly, 

REYNOLDS PRINTING COMPANY 


James E. Holmes 
Account Manager 

JEH/phe 
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Memory Capacity 

When there is room in memory for only 20 more characters, three 
bells will ring. This warns you that you are near the end of memory. 
Try to complete the phrase. 

However, when there is no more room left, a bell rings with each 
character you try to type and no characters print on the paper. 

You will need to delete some phrase that is no longer needed. 

After the phrase has been deleted, finish typing the original one. 

The steps for deleting a phrase are located on the instruction card 
at the tab labeled 
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INDENTED FORMATS 


Indent Instruction 

The Indent instruction is used to type indented projects, such 
as those shown below. 


1. 






a. 






b. 






2. 













Using Indent means you do not have to tab at the beginning of 
each indented line. Instead, the typewriter establishes a temporary 
left margin for the rest of the lines in the indented paragraph. 


Left Temporary 

Margin Left Margin 



a' 


I - Typewriter returns to here 

after the carrier return. 

I 


The temporary left margin is always at a tab stop. 
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Indent Clear Instruction 


The Indent Clear (In Clr) instruction lets the carrier return to the 
original left margin. 


Left 

Margin 


1. 


I -— -- In Clr 

- Typewriter returns to here. 


1. Find the “Indent” card. 

2. Clear all tab stops. 

3. Set tab stops as follows: 

• 10 = 20,25 

• 12 = 24,30 

4. Type the following exercise. 

• When you see an asterisk (^), enter the Indent 
instruction. 

• End each paragraph with the Indent Clear instruc¬ 
tion (#). 


The costs of change include "social costs". As the needs we seek to 
satisfy are becoming more social in nature, so, too, are the costs asso¬ 
ciated with satisfying such needs more social in nature: 

1. ^ To the individual who becomes unemployed as a result of techno¬ 

logical change--should he alone have to pay these costs or does 
society bear some of the responsibility ? # 

2. To a community whose water supply becomes more highly polluted 
when a new plant begins to produce--who pays these costs? Who 
should pay?^ 
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Centering a Series of Lines 

The Indent instruction may be used when you have a series of 
lines to be centered. 

• Set a tab stop at the center point. 

• Enter the Indent instruction to move to the tab stop. 

• Center the heading. 

o When you carrier return, the carrier returns to the 
center point. 

• Enter the Indent Clear instruction after the last line. 


1. Clear all tab stops. 

2. Set a tab stop at the center point and carrier 
return. 

3. Enter an Indent instruction to move to the tab 
stop and center each line. 

• Remember, enter an Indent Clear instruction after 
the last line has printed. 

Graduate School of Arts and Sciences 
School of Architecture 
School of Business Administration 


COLUMN LAYOUT 

The Column Layout (Col L) instruction makes it easy to plan and 
type columns. When you use the easy Column Layout instruction, 
the typewriter: 

• Clears all tab stops. 

• Puts the typewriter in the no-print mode. 

• Figures the amount of space to leave between columns. 

• Sets a tab stop for the beginning of these columns. 
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1. Find the instruction card for “Column Layout”. 

2. Type the table below. 

• If you make a mistake, use the < (X\ key and 
continue typing. 

o The carrier may be backed up to the last 
Column Layout instruction entered. 

• If you want to start over, carrier return and 
enter the Column Layout instruction again. 

• Allow space for the headings, but do not type 
them yet. 


Name 


Staff Position 


Department 


Steven Murphy 
Darlene Nelson 
Sandra Hardy 
Kenneth Cox 


Assistant Manager 
Payrol1 Supervisor 
Associate Engineer 
Staff Assistant 


Sales 

Data Processing Center 
Engineering 
Communication Center 


3. Do not remove the paper from the typewriter; you 
will use it for the next exercise. 


Centered Column Headings 

To center a heading over a column: 

1. Space to the center of the longest line in the column. 

2. Enter the Center instruction and type the heading. 

3. Enter the Print instruction. 

To underscore centered headings: 

• If each word in the heading is underscored individually, 
enter a Word Underscore instruction after each word as 
you type; then, print the heading. 

• If the heading is underscored with a solid line (see above), 
enter the Center instruction followed by a Continuous Under¬ 
score instruction; type the heading; follow it with a Word 
Underscore instruction and a Print instruction. 


Center the headings over the columns for the table 
in the above exercise. 
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Indented Columnar Projects 

When columns are indented from the left margin, space to where 
you want the first column to begin before entering a Column 
Layout instruction. 

• A temporary left margin is established when a Column Layout 
instruction is entered. 

After typing the table, enter an Indent Clear instruction to 
return to the original left margin. 


"Col L" 

\ 


“In Clr" 


Remember to reset any tab stops that were cleared when the 
Column Layout instruction was entered. 


1. Clear all tab stops. 

2. Set a tab stop for the paragraph indention. 

3. Use Column Layout to set up the table. 

Last month we lost three of our best accounts to competition. The 
accounts we lost and the competitors with whom they signed contracts are 
given below: 

NAME OF ACCOUNT ACCEPTED CONTRACT WITH 

Lambert Appliance Shop ABC Repair Services, Inc. 

Flynn Radio Shop Industrial Supply Service 

Davis Toy Palace Davenport Repair Service 

As you know, we are conducting a three-month survey to determine why 
some of our accounts are now doing business with competitors. We would 
appreciate any input you have regarding the above contracts. 
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Underscoring Numeric Columns 


You can use the Word Underscore instruction to underscore a 

column of numbers. 

1. Type the total. 

2. Roll the paper back one line and enter the Word Underscore 
instruction. 

3. Roll the paper forward to the total line. 

The Word Underscore instruction may also be used to double 

underscore a column total. 

1. After underscoring the column of numbers (A), roll the paper 
forward to the total line; enter another Word Underscore 
instruction (B). 

2. Pull the line finder lever forward (see p. 37) and roll the 
paper up a small amount. 

3. Enter a Word Underscore instruction (C) again to create the 
double underscore. 

4. Move the line finder back and roll the platen to your original 
typing line before continuing with the next column. 


$1,120,000.00 
650,000.00 
750,000.00 
9,000.00 


$2,529,000. 

,00 

$1,120,000. 

.00 

650,000, 

.00 

750,000. 

.00 

9,000. 

.00^ 

$2,529,000. 

is 


-6 

'C 


Type the following exercise. 


• Use Column Layout to set up the table. 

• Use Word Underscore to underscore the column total. 

• Use it again to double underscore the total. 

ALUMNI DONATIONS 


Name 

Class 

Donation 

Alice Avon 

1962 

$2,411.22 

Roland Pearce 

1965 

744.36 

Ira Sheldon 

1971 

66.96 

Florence Lawrence 

1963 

819.46 

$4,042.00 
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This section covers those typewriter features that have not 
been discussed earlier. 


LINE SPACE LEVER 

To choose the correct line spacing, move the line space lever 
toward you for single spacing, the middle position for space 
and a half, and away from you for double spacing. 


LINE FINDER 

The line finder lets you leave the original typing line tempo¬ 
rarily and then return to it. 

Use the line finder for typing superscripts or subscripts, 
creating double underscores, or typing on forms with irregular 
spacing. 



PLATEN VARIABLE 

Press in against the left platen knob and roll it up or down 
to change the position of the writing line permanently. 
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PAPER CENTERING SCALE 



The paper centering scale lets you position any width of paper 
in the center of the typewriter. The numbers of the scale start 
from zero in the center and proceed in ascending order left and 
right. Any width paper may be centered by inserting the paper 
so that its left and right edges touch the same number on the 
scale. 

The small white I I printed on the left and right side of 
the paper centering scale are the centering guides for 8” or 
8 Ms” paper. 


To center paper that is 8y2-inches wide, m ove the paper edge 
guid e to th e outer edge of the left I I. The inner edge of 
the I I is used to center 8-inch paper. 


IMPRESSION CONTROL 

The impression control enables you to adjust the striking force 
of the element. 

Set the impression control on 3 for most typing jobs. However, 
stencils and thick carbon packs require greater typing force for 
good quality, so move it to a higher number. Offset masters 
require less, so move it to a lower number. 

Move the impression control to the right before changing its 
position. 
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CARDHOLDER 



The cardholder holds paper, cards, and envelopes close to the 
platen. 

The red vertical mark on the top center of the cardholder in¬ 
dicates the position of the next character to be typed. 

The horizontal line on the bottom of the cardholder indicates 
the base of the typing line. 

The notches on the cardholder are used to draw vertical lines. 

Pull the line finder forward so you can roll the platen freely. 
Remember to return the line finder to its original position for 
normal typing. 

The cardholder is removable and can be cleaned with a damp cloth 
and mild soap. 

To remove the cardholder: 

1. Pull the paper bail lever forward. 

2. Open the tape load lever (see p. 43). 

3. Depress and hold down the lever on the right side of the 
cardholder. 

4. Pull the cardholder straight up until it is free. 

5. Release the lever. 

To replace the cardholder: 

1. Depress and hold down the lever. 

2. Place the cardholder onto the two pins between the element 
and the platen. 

3. Release the lever. 

4. Close the tape load lever. 

5. Push the paper bail lever back. 



STENCIL CONTROL 


Move the stencil control to the “S” (Stencil) position to type 
stencils. This moves the ribbon to a non-printing position. 

To return to regular typing, move the control to the “R” 
(Ribbon) position. 



TYPAMATIC KEYS 


Typamatic keys have a repeat action when held down. Any of 
the seven typamatic keys can be tapped for single action or 
held down for repeat action. 


• Carrier return 

• Index 

• Hyphen/Underscore 

• X 


Period 

Spacebar 

< (X\ /Backspace 


CHANGING TYPE ELEMENTS 

To remove an element: 

1. Raise the acoustical filter hood. 

2. Tap the shift key to be sure it is in lower case. 

3. Lift the element release lever to the open position 
until you hear the click. 

4. Using the lever, raise the element straight up off the 
element post. 

To put on an element: 

1. Tap the shift key. 

2. Using the element release lever, place the element on the 
element post with the yellow triangle pointing to the 
platen. 

3. Once the element is in position, close the lever. 

4. Lower the acoustical filter hood. 
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ACOUSTICAL FILTER HOOD 



Lower the visor on the acoustical filter hood when making 
corrections on carbon copies. 

Use a damp cloth and mild soap to clean the hood. Do not 
use liquid type cleaner. 


CHANGING THE RIBBON 



To see how much ribbon remains in the cartridge, look at the 
ribbon end indicator (G). 


To remove a ribbon: 

1. Center the carrier. 

2. Lift the cover. 

3. Keep the paper bail against the platen. 

4. Move the ribbon load lever (A)* to the load position (1) 
until it snaps against the stop (F). 

5. Using both hands, hold the ribbon cartridge at the front 
corners (H) and lift straight up. 

To install a new ribbon: 

1. Be sure the ribbon load lever (A) is in the load position (1). 

2. Put the ribbon leader (uninked portion) over the outside of 
the guidepost (B) and ribbon guides (C and D). 

Failure to do so will cause ribbon breakage. 

3. Position the ribbon cartridge so that it fits between the 
spring clips (E). Firmly push down both ends of the cart¬ 
ridge. 

4. Thread the leader through the ribbon guides (C and D). 

5. Turn the knob on the cartridge in the direction of the 
arrows until the leader disappears inside the cartridge. 

6. Move the ribbon load lever (A) back to the type position (2). 

7. Close the cover. 

*The ribbon load lever cannot be moved if the tape load lever (I) 
is in the load position. 
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CHANGING THE CORRECTING TAPE 



To remove the tape: 

1. Move the tape load lever (A) to the right.* 

2. Lift off the empty tape spool (B) (twist slightly clockwise); 
remove take-up spool (F). 

To install a new tape: 

1. Gently separate the two spools, but keep them connected by 
the leader (uninked portion). 

2. Place the new tape spool (B) on the left spindle. 

3. Thread the leader through the guide (C) behind the separator 
wire (E) in front of the cardholder release lever (G), and 
behind the guide (D). 

4. Place the take-up spool (F) on the right spindle. Turn the 
take-up spool in the direction of the arrow until the leader 
is past the guide. 

5. Close the tape load lever (A). (The lever must be closed 
before you begin to type.) 

NOTE: Make sure that the color of the correction tape spool 

is the same as the color on the typewriter ribbon. 


*The tape load lever cannot be moved if the ribbon load lever (H) 
is in the load position. 





















TYPEWRITER SUPPLIES 


IBM High Yield Correctable Film Ribbon (Reorder #1299095) 

Developed for general correspondence applications and reduces 
ribbon changes. Best results are obtained with less than three 
copies and with the first or original sheet being a smooth sur¬ 
face, 20 lb. soft paper, such as a good OCR or bond paper. Car¬ 
bon ribbon weight should not exceed that of IBM 752 carbon 
paper. Type styles larger than Courier are marginal. Available in 
black only. 

IBM Lift-Off Tape (Reorder #1136433) 

Designed to correct typing errors when used in combination with 
the IBM High Yield Correctable Film Ribbon. Actually lifts the 
character from the paper. 

NOTE: As a reminder to you to match the appropriate tape and 
ribbon, they are color coded orange for your convenience. 

IBM Tech III Ribbon (Reorder #1136391) 

Provides a high quality, uniform image on a broader range of 
papers and reduces ribbon changes. Available in black only. 

IBM Cover-Up Tape (Reorder #1136435) 

Designed to work in tandem with the IBM Tech III Ribbon to pro¬ 
vide complete coverage of the incorrectly typed image. It is not 
satisfactory for making corrections on direct-image offset masters, 
non-white paper, or OCR applications. 

NOTE: As a reminder to you to match the appropriate tape and 
ribbon, they are color coded blue for your convenience. 

IBM Carbon Film Ribbon (Reorder #1136390 for black) 

A high-quality ribbon supplied in a convenient cartridge. In 
addition to black, carbon film ribbons are available in a 
variety of colors. Not recommended for use with the IBM 
Correcting Tape. 

Typing Elements 

A wide variety of type styles are available from IBM in 10 and 
12 pitch to cover virtually every typing application. 
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ORDERING IBM SUPPLIES (USA ONLY) 

Any IBM Office Products Division supply item can be ordered by calling 
IBM DIRECT at the following toll-free numbers: 

800-631-5582 
800-352-4960 (New Jersey) 

Or contact your local IBM Office Products Division Branch Office. 

APPLICATIONS RECOMMENDATIONS FOR IBM RIBBONS 



Tech 

High Yield 
Correctable 

Carbon 


III 

Film 

Film 

Typing Applications 

Legal Correspondence 

• 

• 

• 

Statistical Correspondence 

• 

• 

• 

Specification Writing 

• 

• 

• 

Medical Reports 

• 

• 

• 

Executive Correspondence 

• 

• 

• 

Routine Correspondence 

• 

• 

• 

Hard-to-Image Originals* 

Example: Engineering Drawings 
OCR 

• 

• 


• 

Manifolding 

• 


• 

Speech Writing** 

• 


• 

Negotiable Instruments— 

(checks, stocks, etc.) 

• 


• 

Erasable Bond* 

• 


• 

Reproduction Applications 

Heat Transfer 

• 

• 

• 

Transfer Electrostatic 

• 

• 

• 

Direct Electrostatic 

• 

• 

• 

Offset Masters, Direct to Plate 

• 


• 

Offset Masters, Copier Process 

• 

• 

• 

Offset Masters, Photo Process 

• 


• 

Diazo Process, Ozalid or Bruning 

• 

• 

• 


*The receptivity of the surface of these materials varies widely and 
care must be used in the selection of a specific material to be typed 
on, type style and ribbon to produce the best result. When in doubt, 
prepare samples first. 

**Best results with Orator and other large type style elements are 
obtained by using the IBM Tech III Ribbon. 
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OPTIONAL FEATURES 


End-of-Page Indicator for Legal-Size Paper 

The end-of-page indicator for legal-size paper can show the 
end of 11-inch, 13-inch, and 14-inch paper. 

• For 11-inch paper, slide the scale up until it locks into 
place. 

• For 13-inch and 14-inch paper, unfold the top section of 
the scale and lock into place. 

When the top edge of the paper reaches the number on the 
scale that corresponds to the paper size being used, no 
space remains on the paper. 



Dual Language 

The Dual Language feature lets you type a second language 
while taking maximum advantage of your primary language 
“touch” typing skills. 

Characters that are common between the primary and the 
secondary languages are located in the same position on the 
keyboard. The unique characters on the secondary language 
appear on the right half of the keybutton. 

When typing in the primary language, set the Dual Language 
Dial at the G position. Move the dial to the ® position to 
type in the secondary language. 

Some typewriters equipped with the Dual Language feature 
also have a third position—dead key disconnect (-*). When 
the dial is set at the carrier spaces to the next typing 
position for all characters as they print. 

When playing back phrases, set the Dual Language Dial in 
the same position as when the phrases were stored. 
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Dead Key 


Some typewriter keyboards such as library, trilingual, etc., 
have dead keys so that accent marks may be typed above certain 
letters. When an accent mark is typed, the carrier will not 
move but will remain in position for typing the character under 
the accent. 


To use dead key: 

1. Type the accent mark. 

2. Type the alphabetic character. 

• The carrier moves after the alphabetic character is typed. 


Dead Key Disconnect 

Other elements can be used on typewriters that have dead keys 
by using the dead key disconnect. 

For normal use of a dead key, set the dead key disconnect dial 
at the O position when using a library, trilingual, etc., 
element. 

Set the dial at the position when using a correspondence 
element. When the dial is set in the position, the carrier 
spaces to the next typing position for characters as they print. 



Velocity Control Dial 

The velocity control dial is used when typing with foreign 
language and technical symbol elements. Some of the characters 
on these elements are different sizes than the ones in the 
corresponding positions on other elements. Therefore, the 
velocity control dial compensates for the different sizes of 
these characters by controlling the striking force. 

Hold the dial at the thin mark to type small characters such 
as accent marks. 

Move the dial to the thick line when typing with some foreign 
language elements that have large characters in the keyboard 
positions normally reserved for punctuation. 



For a standard element, keep the dial at the center position. 
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INDEX 


A 


acoustical filter hood.40, 41 

automatic 

carrier return.9, 10 

centering.13 

error correction.10 

underscoring.14 

Automatic Carrier Return.9, 10 

while playing back phrases.22-24 

while underscoring.14 

with phrases containing variables.27 

automatic Erase key.10 


B 


backspace 

after margin release . ..6 

to correct errors.11 

without erasing.11 

bell(s) 

at end of memory.29 

at right margin.6 

when centering.13 

when nearing end of memory.29 


c 


cardholder.39 

carrier return zone.9 

Center instruction 

for headings.15 

column.34 

for lines.13 

for series of lines.33 

to delete.13 

changing 

correcting tape.43 

ribbon.42 

type elements.40 

character storage.. 8, 9, 13, 14 

Code key.6 

Column Layout instruction.33, 34, 35 


columnar projects 

column headings.34 

indented.35 

underscoring.36 

using Column Layout.33, 34, 35 

Continuous Underscore instruction 

for centered headings.15, 35 

for series of words.14 

to clear.14 

with dash.16 

correcting 

errors (see error correction) 

tape.44 

changing.43 


D 


dashes when underscoring.16 

dead key.47 

dead key disconnect.46, 47 

deleting 

a Center instruction.13 

phrases.29 

dual language.46 

E 

element.3, 40, 44 

elite (see Pitch Selection lever) 

end-of-paper indicator.3 

for legal-size paper.46 

envelope addresses.22 

error correction 

automatic.10 

earlier in line.11 

in Column Layout.34 

in previous lines.11 

in underscored word.14 

when centering.13 

when inserting character.12 

when storing phrases.18 
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F 

Film Ribbon (see Ribbon) 
format storage. 
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H 


O 


Half Backspace instruction.12 

headings 

centering.13 

over columns.34 

underscoring.15, 34 

hyphens 

during playback.24 

when storing.19 


I 


impression control.38 

Indent instruction 

for indented projects.31 

to center series of lines.33 

Indent Clear instruction.32, 33, 35 

indented columnar projects 


(see columnar projects) 


inserting a character.12 

inserting paper.4 

L 

left margin 

temporary.31, 35 

to cancel.32, 35 

to move past.6 

lever (see specific lever) 

light.18 

line finder lever.36, 37 

line space lever.37 

logging.20 


M 


margin 

release.6 

scale(s).4, 5, 6 

memory.8 

capacity.18, 29 

segment.18, 20 

N 

No Print instruction.11 

mode.33 


On/Off controls.2 

One-Inch Advance.5 

optional features.46 


outline format (see Indent instruction) 

P 


paper 

inserting and removing.4 

in center of typewriter.38 

paper bail lever.4 

paper centering scale.38 

paper edge guide.3, 4, 38 

paper release lever.4 

Phrase Storage.17 

phrases 

continuing playback of.26 

correcting errors in.18 

deleting.29 

logging.20 

playing back.22 

with Automatic Carrier Return 

depressed.22-24 

with dual language.46 

with variables.27 

replacing.24 

rules for typing.18, 19 

stopping playback of.26 

storing.18 

with Stop instruction.26 

with variable information.26 

Pitch Selection lever.2, 7 

pica (see Pitch Selection lever) 

platen knob.4, 37 

platen variable.37 

playing back 

envelope addresses.22 

in another pitch.22 

phrases.22 

with variables.27 

with Automatic Carrier Return 

depressed.22-24 

with dual language.46 

power switch.2, 7 
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T 


Print instruction 

to clear Continuous Underscore 


instruction.14 

to delete Center instruction.13 

when centering.13, 15, 34 


R 


replacing Phrases.24 

Resume instruction.26 

after a Stop instruction.26 

ribbon 

applications recommendations.45 

changing.42 

position.40 

types of.44 


s 


scale(s) 

margin.4, 5 

paper centering. 38 

segment(s) 

locating.18 

logging.20 

spacing 

after ending punctuation.18, 23 

line.37 

stencil control.40 

Stop instruction.26 

stopping playback.26 

Store 

button.18 

light.18 

mode. 18 


Storing Phrases. 

correcting errors while . . . 
with variable information . 

syllable hyphen (see hyphens) 
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tabs.7 

tables (see columnar projects) 
temporary left margin 

to clear.32, 35 

to establish.31 

with Column Layout.35 

typamatic keys.40 


type size (see Pitch Selection lever) 


typewriter 

line spacing.37 

on/off control.2 

spacing.2 

supplies. 44 

typing 

columns (see columnar projects).19, 23 

until bell rings.18, 19 


u 


underscoring 

centered headings.15 

column.34 

columns of numbers.36 

correcting.14 

dash.16 

double.36 

individual words.14 

series of words.14 


V 

variable information.26 

velocity control dial.47 

w 


Word Underscore instruction 

for centered headings.15, 34 

for column of numbers.36 

for double underscore.36 

for individual words.14 

to clear Continuous Underscore.14 

with dash.16 
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Note: Staples can cause problems with automated mail sorting equipment. 
Please use pressure sensitive or other gummed tape to seal this form. 


READER’S COMMENT FORM 


IBM Electronic Typewriter 60 
Operating Instructions 
S544-0540 


IBM may use or distribute any of the information you supply in any way it 
believes appropriate without incurring any obligation whatever. You may, of 
course, continue to use the information you supply. 

Note: Copies of IBM publications are not stocked at the location to which 
this form is addressed. Please direct any requests for copies of publications, 
or for assistance in using your IBM product, to your IBM representative or to 
the IBM branch office serving your locality. 


Possible topics for comment are: 

Clarity Accuracy Completeness Organization Legibility 


□ Check if reply is requested 


Name_ 

Address 


Thank you for your cooperation. No postage stamp necessary if mailed in 
the U.S.A. (Elsewhere, an IBM office or representative will be happy to for¬ 
ward your comments or you may mail directly to the address on the reverse 
side of this form.) 








International Business Machines Corporation 
Office Products Division, Parson’s Pond Drive 
Franklin Lakes, N.J. 07417 


Fold and tape 


PLEASE DO NOT STAPLE 


Fold and tape 


First Class 
Permit No. 40 
Armonk, N.Y. 


Business Reply Mail 

No postage necessary if mailed in the U.S.A. 


Postage will be paid by: 

International Business Machines Corporation 
Product Publications Dept. 85C, 1S-H 
Office Products Division 
Parson’s Pond Drive 
Franklin Lakes, N.J. 07417 























Electronic Typewriter 60 

One Operating Instructions manual accom¬ 
panies your new Electronic Typewriter 60. 

If you should, for any reason, need addi¬ 
tional copies, simply fill in this order form 
and give it to your IBM Representative. 

Electronic Typewriter 60 (Form No. 
S544-0540). 

-copy(s) @ $4.50 * each = $_ 

Please include applicable sales tax. 

♦Price subject to change without notice. 
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Zip 


Operator’s Name 



Typewriter Serial Number 




Authorized Signature 
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1) Set tab at decimal point in each column. 

2) Press "Store" plus number hey of digits to the 
left of decimal. 

3) Hold "Code" down and backspace number of 
units. 

4) Tap "Store" to close it out. 

Note: In counting your decimal, count commas. 

For example: 100,000 = 7 back 


spaces. 







